- Approved ForRefease-2000/08/22CtA-RDP58-00453R000°T00T00020-2""

MEMORANDUM FOR: GSpecial Support Assistant - Deputy Director (Support)

SUBJECT s (Sufficient only for file identification)

1. PROBLEM:

Concise statement of the problea.

2., FACTS BEARING ON THE PROBLEM:

a. List essential facts in logleal sequence,

b. List only important facts baaring directly on problem, supported
by documentary evidence or statemeuts signed by the individual
involved,

¢. List wfavorable as well as favorable facts.

3. DIBCUSSION:

A careful amalysis of the essentisl facts, presenting consider-
ations pro and con, to arrive 1ogically at the conclusions and
recommendations.

4. CONCLUSIONS:

a. Statement of the results derived from a reasoned Judgment of the
effects and implications of the essential facts,

b. Alternate lines of action are eliminated 1n this paragreph.

5. ACTION RECOMMERDED:

a, Provide a direct solution.

e Chart o complete, concise and clear-cut course of action permitting

simple approval or disapproval,

Signature)
itle the official subuitting
the Staff Study to the addressee.)

APPROVAL:

Chief of Staff or Area Division
CONCURRENCE OR COMMENTS:

Office of General Counsel (Date)
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ABNNEXES 3

(List annexes and/ ing pepers. Refersnce sbould be made

or support
to these in body of stuly.) Aunexes will be sppropristely tabbed

and in the case of the more complex stuliss, an Index of tabbed
amnvmmthnmtmwmat:ﬂv. :

_{Date)

Ghf. [Other Appropriste Office]

ROTX:
Although such sumeary Staff Studies must include all

relevent facts, such submissions should be kept to the
essential minlmum -- one page, if possidble,
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